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Compass Independent Living Payroll

  NEW EMPLOYEE STARTER DETAILS

	Employer’s Name
	

	Customer’s Name
	

	Employee’s Title
	Mr / Mrs / Miss / Ms / Other (please state____________)

	Employee’s Name
	

	Employee’s Contact Address (including postcode)
	

	Employee’s Contact Telephone Number
	

	Employee’s Contact Email Address
	

	Employee’s National Insurance Number
	

	Employee’s Date of Birth
	
	Employee’s Marital Status
	

	Employee’s Start Date
	

	Have you attached a recent P45?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
  

If you are unable to provide a recent P45, please complete the sections below regarding your present circumstances and student loans.

	Your Present Circumstances 
Please read all the following statements carefully and enter 'X' in the one box that applies to you:

 FORMCHECKBOX 
 A - This is my first job since last 6 April and I have not been receiving taxable Jobseeker's Allowance, Employment and Support Allowance, taxable Incapacity Benefit, State or Occupational Pension.

 FORMCHECKBOX 
 B - This is now my only job but since last 6 April I have had another job, or received taxable Jobseeker's Allowance, Employment and Support Allowance or taxable Incapacity Benefit. I do not receive a State or Occupational Pension.

 FORMCHECKBOX 
 C - As well as my new job, I have another job or receive a State or Occupational Pension.
	Student or Postgraduate Loans
Do you have a Student Loan?

 FORMCHECKBOX 
 Yes 

 FORMCHECKBOX 
 No  

If yes, please provide the plan number (Plan 1, Plan 2, Plan 4 or Postgraduate Loan):
___________________
 

	Paying into a Pension Scheme (NEST) - please confirm if you wish to opt in or opt out of paying into a pension scheme: I wish to  FORMCHECKBOX 
 Opt in  FORMCHECKBOX 
 Opt out. 

	Do you have any exemptions from national insurance? (e.g. over pension age)  

Please attach evidence e.g. exemption form or evidence of state pension.

	If Employer is using our Managed Account Service (TPSA), 

the Employee’s Bank Details are required in order to make payments.

	Employee’s

Bank Details 

(If managed account)
	Bank name:

Sort Code:

Account No:

	Important for Data Protection
 FORMCHECKBOX 
 I understand that the information supplied will be stored, processed and shared for legitimate interest purposes in order to process payroll and associated services by Compass Disability Services/CDST in accordance with the Data Protection Regulations 2018 and our Privacy Notice.

	Employee’s Signature
	


	For Employer Use only

This section must be completed by the employer before being forwarded on to Compass Disability Services

	Automatic payroll?      Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
 (Not applicable for Birmingham customers)

	Hours per week:          
	
	Rate of pay:
	£                            (Per hour)

	Mileage per week:                   
	
	Mileage rate:
	£0.00                     (Per mile)         

	__________ per week:
	
	Rate of pay:
	£                    (Per                    )

	__________ per week:
	
	Rate of pay:
	£                    (Per                    )

	__________ per week:
	
	Rate of pay:
	£                    (Per                    )

	Bank holiday rate (if applicable)
	£                            (Per B/H hour)


	Normal Working Pattern (Days and hours. We can keep holiday and sickness records, but only if you tell us when this occurs):

	Annual holiday due:

	Evidence document copies (To be retained by the employer on the employees file in order to comply with the law on preventing illegal working. These documents do not need to be sent to Compass Disability Services): British Passport (sufficient on its own) or a P45 or P60 and a UK Birth certificate or, a Work Permit and an endorsed Passport, other (Please specify).
A full list of possible evidence documents is available from Compass Independent Living.

	For customers in receipt of a Direct Payment from Birmingham Children’s Trust - Birmingham Children’s Trust have made it a mandatory requirement that all new employees must have a DBS check completed before starting employment. 

If you are employing a new employee, please contact us so that we can arrange for a DBS check to be completed.   

	For Automatic Payroll - I understand, as the employer, I am responsible for notifying Compass Disability Services of any changes to hours, sick pay, holiday etc. and confirm I will keep my original paperwork safe and available for audit.

	Important for Non Automatic Payroll - You will need to tell us your employees’ hours at least 2 working days before each pay date to give us time to process your payroll and submit all information to HMRC on time. If you have a managed account, then you must tell us your employees’ hours at least 3 working days before each pay date.

	Employers Signature 

	To be completed and forwarded to: Compass Disability Services

Unit 11-12, Belvedere Trading Estate, Taunton, TA1 1BH
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